OFFICE OF THE SECRETARY OF STAEI'E
DEPARTMENT OF ARCHIVES AND HISTORY
RECORDS MANAGEMENT QiVlSION

' INSTFIUCTIONS See Pubhcatlon No. 76—RM-1 for instructions on completing this form. Forward signed origina! to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta Georgia, 30334,

Attention: Schedu!mg Section., _ ‘ : ‘ -‘.’

FOR AGENCY USE 1. Agency Address e FOR RECORDS MANAGEMENT USE |

Application Date : . Department of Natural Resources \ Application Number
"1 Envirommental Protection Div. = Water Protection Brahch 8 ‘ — 5 L_\
AoTeation Numbe Program Coordination Section - Laboratory Operati.ons'D Ey—— P — :
pplication Rumber Water Quality Laboratory, Room 34-H Health Bldg. ate Mecalv ute Lompleted
R Atlanta, Georgia 30334 B q 8 \ -2 ‘i g l
2, Person to Contact ' Working Title Telephone Number
Cary Wilkes , S : Laborafory Manager 656-481 1

p——— S L ey . = = =

3. Action Requested ' - T T -

a. [ Estabusn Retention Schedule; reford will continue to accumulate.
b. {J Dispose of present accumulation; no further accumulation anticipated.

| c. 01 Amend Application No. . Check One: 0] Change; [ Supercede; [J Void ]
4. Dates of Series 5. Records Series Title (followed by title used in office, if different)
Earfiest Latest
1976 uresen'l‘ WATER QUALITY ANALYS IS LABORATORY REPORT REFERENCE FILE
6. Division and Office Function What is the function of the Division and the Office in ) which this record series is created? T

The Water Quality Laboratory is responsible for receiving and analysing water and waste-
water samptes from all water quality programs of the Division, particularly the
Industrial Wastewater Program, the Municlipal Wastewater Program and the Water Quality
Support Program. The chemical data ts‘used to measure compliance with discharge permits
of Industrial and Municipal Wastewater Plants. This chemical data is also used for legal
action in case of accidental spills of wastewater causing detrimental effects on Georgia

streams. The Laboratory also analyzes private and municipal water supply samples for
chemical sultabllity as water supplies.

7. Record Sefies Description  This file contains the following documents {include form numbers and titles, if any)-:
Attach samples of the file. |

Documents relating to: maintaining laboratory control copies of "Water Qual l‘ty Analysis"
forms for reference - while originals are in process.

Included are: xerox copies of "Water Quality Analysis Laboratory Report" forms.

r

Fileisarranged: chronologically by calendar year; 'I'her‘eu;nder numerlcal y Qx}aswgne\ laboratoty

b - -~
humber, : S NN
_ ———a .. —— e . .
8. Monthly Reference Rate How often are records referred to which are: ‘ )
One to six months oid ..‘.jE.'_LY__g_; Seven to twelve monthsold —_____ _; Thirteen to twenty-four monthsold ;
twenty-five monthsandolder________?

b —

9. Annual Rate of Accumulation of Rerords : ' ' - , 4000 - I
Letter-size drawers . _; Legal-size drawers ;Shelves ___________; Qther (specify) rorms

AR—50—71: Rev.76 ' Over) ‘ . ' T




YES | NO 10 Questloﬁnénre (Placean X in the proper. column) _ _ 2

X . |s this the official copy of the series?
] .______inot where is it? SR -

S _ e —r— s ———r e et (e ————— ST et

e srrend

b. Does the series contain cor‘f:dentlal information requiring security handlmg? If yes, cite law or regulation.

e Mt o - e = e

c. Is'this a vital record? _ }

)

e. When one or two documents in the file make it necessary to keep the entire file for a |ong period, could these

X
X
I x.1.d d Does this series have historical or long term research value? . f —
A__ | _ _ documents be scheduled separately?

x| 1 _f l;memfo_matjgnmntamed lnthmrwsjvergubilsth mmch copy. S+ream Mon|+or|nq Data_pub.

g. Is the information contained in this series ever analyzed and/or recorded in a summarized report? annually

X1 1 If ves, attach copy. __statistical summaries sent to Director of Lab Operations

h. Is there a duplication of this series in your office, or in another office or agency?
X{ | _ _ttves.where? official copy sent to State Records Center for_ security retention

X _i._Does the record series resuit in 3 comouter printout? Water Quality Analysis Lab Report

L [ X 1 i_lsthis series for a major portiop of it} reqularly micrqfilmed? . ]

11. Retention Requirements The fotlowing requires the series to be kept:
a. State Law . L __..years. d. Audit périod — .- years,
b. Statute of limitation _.years. e. Administrative need e Y 0ATS,
c. Federal law S : years, f. Federal retention instructions .years.

Attach copy or excerpt of laws or regulations. Explain a‘dm_inistrative need.
administrative reference requirements

12. Aporoved Disposition Instructions  This agency recommends that the file séries be cut orf_ét the end of each:
K Catendar Year; [0 Fiscal vear; O3 Other S then,

@ Hoid in the current files area . ———month(s) L____ year{s); then
] Transfer to local holding area, hold __. . ______year{s); then

{3 Transfer to State Records Center; hold .. _year(s); then

& Destroy.

0O Transfer to State Archives for permanent retention,

3 Other (Specify) ‘

These instructions apply to all prior and future accumulations of the series.

- - L - s —

Date

\ Agénc '7ead/D_¢iiggee (SféngQQL

8/-5Y

Recommendations in para-
graph 12 are approved. State Auditor/Designee
{If disapproved, attach letter T

of explanation.) %cre%f State/Designee

) Att:;\e-y General/D);signee | ﬁ ﬂ f W } /’“ Zf f /
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